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Technical Communication
Spring 2006
Instructor
Office
Office Hours
Class Web Site

Dr. Angela Vietto / Email: avietto@gmail.com

I Cell: 217-549-2417

3345 Coleman Hall
T 1:30-3:30, R 3-5, and by appointment
http:/ /www.uxl.eiu.edu/-cfarv /3005.html

Objectives (Why Are We Here?)
The primary objective of this course is to improve your ability to communicate complex information in an
audience-centered way.
Achieving that objective requires developing your skills and knowledge in the following areas:

+
+

+
+
+

+
+

research techniques,
the ability to customize information for different kinds of audiences,
organization strategies,
integrating visual elements with text,
document design,
concise and clear prose writing, and
the use of standard written English.

Text
Anderson, Technical Communication

Other Required Materials

+
+
+
+

+

either a thumb (flash) drive or reliable ability to email documents to yourself
reliable access to high-quality printing
sufficient ink or toner for your home printer if you have one
appropriate and sufficient electronic media for making back-up copies of your work (in addition to
your primary copies)
a box of paperclips or a well-stocked stapler

Disability Information
If you have a documented disability and wish to receive academic accommodation, please contact the Office of
Disability Services (581-6583) as soon as possible.

Electronic Writing Portfolio
This is a course from which you may choose to submit a document to the electronic writing portfolio (unless you
are a senior). If you are planning to make a submission to the E\W from this course, do so by the end of this
semester. We will discuss the submission process in class toward the end of the semester, or I can answer
questions at any time.
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Final Portfolio
The final portfolio takes the place of a final exam and is due on the date when a final exam would have been
given.

Quizzes
Quizzes will cover both assigned readings and class lecture and discussion. Quizzes may be cumulative (that is,
questions from early quizzes may reappear on later quizzes).

Office Hours
Please note that if my office hours are not convenient for you, I am available at many other times by
appointment. If you wish to meet with me at a time other than my office hours, please see me before or after
class to schedule an appointment.

Attendance Policy
I recommend you attend all scheduled class sessions. However, no portion of the overall course grade is
designated for attendance. The policies on participation, conferences, and late work can have serious

repercussions on your grade

ifyou are absent often.

Participation
Given the structure of this course, we will have a limited number of large-group discussions. Your active
participation in all activities does, however, count. How to earn participation points: Make meaningful
contributions to large-group discussion, stay on task during small group discussion, and stay on task during inclass writing activities. How to lose participation points: Come to class late frequently, contribute meaningless
comments to discussion, disrupt class, leave in the middle of class to answer your cell phone, check email or text
messages or browse the internet during class, or in any other way make it difficult for me or your classmates to
conduct the business of class.

Cell Phones
If you carry a cell phone, please be sure it is turned off at all times during class.

Conferences
S chedu/ed conferences, when they replace class sessions, are mandatory. Failure to schedule a required
conference or to attend a conference once scheduled will result in a 25-point deduction from your final grade.

Turning in Written Assignments
Written assignments are d11e in class on the dates specified in the syllab11s, printed legibly and, if longer
than one page, bo11nd with either a paper clip or staple. I do not accept papers s11bmitted via email.
If you miss class on a day when an assignment is due, you (or someone else) may put your written assignment in
my mailbox before 4 p.m. on the due date; I will not count work late until after 4 p.m.

Late Work
The University's regulations stipulate that "Instructors will grant make-up privileges (when make-up is possible)
to students for properly verified absences due to illness, emergency, or participation in an official University
activity.... It is the student's responsibility to initiate plans for make-up work and to complete it promptly."

Proper/y verified means that someone other than you needs to verify (preferably in writing) the illness, emergency, or
official University activity that made you miss class. (Please note that I don't consider any scheduled event an
emergency: doctor's appointments, weddings, court dates, etc., should be planned around in advance.) When you
have a proper/y verified absence for one of the reasons listed above, see me on the day of your return to class to
arrange a schedule for make-up work.
Assignments that are s11bmitted after the d11e date witho11t a previo11sly arranged extension will not be
accepted and will receive a grade of 0, except in the case of 11navoidable, 11nexpected, and properly verified
illness or emergency. Quizzes missed due to unexcused absence may be made up within one week; after one
week no credit will be granted.

Extensions on Deadlines for Written Assignments
Extensions on deadlines for written assignments will be granted provided the following conditions are met:
(1) The extension must be requested by the class period before the assignment is due, (2) When you request an
extension, you must tell me the new deadline you want, (3) In the case of team projects, a revised schedule for the
entire project must be submitted.
(I reserve the right to specify a date other than the deadline requested if I believe that the requested deadline will
endanger your ability to complete the course.)

The English Department's Statement on Plagiarism
"Any teacher who discovers an act of plagiarism-'The appropriation or imitation of the language, ideas, and/ or
thoughts of another author, and representation of them as one's original work' (Random House Dictionary of the
English Language)-has the right and the responsibility to impose upon the guilty student an appropriate penalty,
up to and including immediate assignments, of a grade of F for the assigned essay and a grade of F for the course,
and to report the incident to the Judicial Affairs Office." My statement on plagiarism: If I discover an act of

academic miscond11ct, incl11ding plagiarism or other cheating, all of the appropriate penalties will be
applied.

Teams
At the beginning of the semester, I will assign you to working teams. Your teams will be self-governing; you will
create a contract that everyone on the team must agree to (within some guidelines I will provide). Among other
required articles of your contract will be a clause that will specify whether or not your team can eject a member of
the team, and if so, under what conditions. I will abide by the ejection clauses of your team contracts.
Anyone legitimately ejected from a team has the following options: he or she may approach another team and, if
the other team agrees, join that team; or he or she may complete the team projects individually. If a team ejects a
member, they must notify me immediately; if a team accepts a new member, that new member must sign the
team's contract and I must be notified; if an ejected team member elects to complete assignments individually, he
or she must notify me immediately.

Schedule ofReadings and Assignments
All reading assignments refer to Anderson's Technical Communication; each reading assignment should be completed
before the class session on which it is listed.
Location Key: classroom= 3130 Coleman

MJan 9
(classroom)
W Jan 11
(classroom)
F Jan 13
(classroom)
M Jan 16
\V Jan 18
rETIC)
F Jan 20
rETIC)
MJan 23
(classroom)
WJan25
(classroom)
F Jan 37
(classroom)
MJan 30
(ETIC)
WFeb 1
IBTIC)
F Feb 3
IBTIC)
MFeb6
(classroom)
WFeb8
(classroom)
F Feb 10
M Feb 13
IBTIC)
W Feb 15
IBTIC)
F Feb 17
IBTIC)
M Feb 20
(classroom)
WFeb 22
(classroom)
F Feb 24
(classroom)
M Feb 27
IBTIC)
WMarl
(ETIC)
FMar3
(ETIC)
MMar6
(classroom)

I

ETIC = 3120 Coleman

I

office= 3345 Coleman Hall

Introduction to course; Active Reading & Active Listening
Reading: chap. 1 (pp. 4-23)
Quiz 1
Individual Assignment 1 due
:NIARTIN LUTHER KING, JR., BIRTHDAY OBSERVED-NO CL\SS
Reading: chap. 6 (pp. 128-134)
Team Project 1 Part A due
Reading: chap. 6 reference guide (pp. 135-162)
Quiz 2
Reading: chap. 7 (pp. 166-191)
Individual Assignment 2 due
Reading: chap. 7 reference guide (pp. 195-219)
Quiz 3
Individual Assignment 3 due
Team Project 1 Part B due
Reading: chaps. 8 and 9 (pp. 221-237 and 239-245)
Quiz 4
Individual Assignment 4 due
Team Project 1 Part C due
Reading: pp. 248-256
Quiz 5
Individual Assignment 5 due
Team Project 1 Part D due
Quiz 6; Individual Assignment 6 due
LINCOLN'S BIRTHDAY OBSERVED-NO CLASS
Reading: chap. 12 (pp. 331-350)
Team Project 1 Part E due
Reading: chap. 20 (pp. 533-556)
Quiz 7
Individual Assignment 7 due
Team Project 2 Part A due
Quiz 8
Individual Assignment 8 due
Team Project 2 Part B due

\V Mar 8
classroom

Reading: pp. 260-267, "Selecting Words"
Quiz 9

F Mar 10

Individual Assignment 9 due

(classroom)
M-F
Mar 13-17
M Mar 20
(ETIC)
WMar22
<ETIC)
F Mar 24
(ETIC)
M Mar 27
(classroom)
WMar29
(classroom)
F Mar 31
(classroom)
MApr3
<ETIC)
\V Apr 5
IBTIC)
F Apr7
IBTIC)
M Apr 10
(office)

SPRING BREAK-NO CLASS
Team Project 3 Part A due
Quiz 10
Individual Assignment 10 due
Team Project 3 Part B due
Reading: pp. 256-260 (Guidelines 4-6)
Quiz 11
Individual Assignment 11 due
Team Project 3 Part C due
Quiz 12
Individual Assignment 12 due
Team Project 3 Part D due in my mailbox by noon
No class-conferences

W Apr 12
(office)
F Apr 14
(classroom)
M Apr 17
(ETIC)
W Apr 19
(ETIC)
F Apr 21
IBTIC)
M Apr 24
(classroom)
W Apr 26
(office)
F Apr 28
(office)

No class-conferences and time for work on final portfolios
Individual Assignments 14 and 15 due by noon in my mailbox

RMay4

Final Portfolios Due by noon in mailbox or office

No class-conferences
Individual Assignment 13 due in class
Team meeting time for professional development project
Team meeting time for professional development project
Team meeting time for professional development project
Team Project 1 Part F due-report on professional development project
Course evaluation; conference sign-ups
No class-conferences and time for work on final portfolios

